U.S. EMBASSY KUWAIT
VACANCY ANNOUNCEMENT NO. 050-08

OPEN TO:

POSITION:

OPENING DATE:

CLOSING DATE:

ALL INTERESTED CANDIDATES — ALL AGENCIES

REALTY ASSISTANT
FSN-820-08*; FP-06** (FULL PERFORMANCE LEVEL)

OR

REALTY ASSISTANT
FSN-820-07*; FP-07** (TRAINING/DEVELOPMENTAL LEVEL)

OR

REALTY ASSISTANT
FSN-820-06*; FP-08** (TRAINING/DEVELOPMENTAL LEVEL)

November 3, 2008

November 17, 2008

WORKING HOURS:

SALARY:

FULL TIME; 40 hours per week

Full Performance Level:

** Not-Ordinarily Resident (NOR):
Position Grade: FP-06
Starting Salary: US$ 36,762 p.a.

** Final grade/salary to be determined by
HR/OE — NEA/EX/HRD

* Ordinarily Resident (OR):
Position Grade: FSN-8
Starting Salary: KD 8,576 p.a.

* Actual grade and salary will be based on
the qualifications of the applicant.

Training/Developmental levels:

** Not-Ordinarily Resident (NOR):
Position Grade: FP-07
Starting salary: US$ 32,864 p.a.

** Not-Ordinarily Resident (NOR):
Position Grade: FP-08
Starting salary: US$ 29,379 p.a.

** Final grade/salary to be determined by
HR/OE - NEA/EX/HRD

* Ordinarily Resident (OR):
Position Grade: FSN-7
Starting salary: KD 7,197 p.a.

* Ordinarily Resident (OR):
Position Grade: FSN-6
Starting salary: KD 6,559 p.a.

* Actual grade and salary will be based on
the qualifications of the applicant.



Note: All ordinarily resident applicants must have the required work and/or residence
permit to be eligible for consideration.

All applicants who are not the family members of USG employees officially assigned
to post and under Chief of Mission authority must be residing in country and have
the required work and/or residency permits to be eligible for consideration.

Only U.S. Citizen (AEFMs, EFMs, or MOHs) as defined below of U.S. Government
Employees assigned to the Mission under Chief of Mission authority are eligible for
consideration. A U.S. Citizen EFM does not have to be residing in country to be
considered but the sponsoring officer under COM authority does have to be officially
assigned to post.

The U.S. Embassy in Kuwait is seeking an individual for the position of Realty Assistant in
the Area Support Group (ASG) Kuwait, Department of Public Works (DPW), Off Post Housing
Office located in South Surra, Kuwait.

BASIC FUNCTION OF THE POSITION

Incumbent of this position manages real estate operations for the Supervisor of the Off Post
Housing Office; searches market for available properties and evaluates to determine overall fit for
U.S. Government tenants; ensures properties meet all force protection, maintenance, and standard of
living requirements. S/he works under the general supervision of the Off Post Housing Supervisor.

Duties include:

- Evaluate site of potential real property and completes property data book for use by
Senior Real Estate Specialist when completing appraisals.

- Actively participates in all real property negotiations along with the Housing Supervisor.

- Works with property owners of all existing leases to ensure prompt payments and to
ensure compliance with terms leases.

- Receives invoices from landlords and prepares necessary paperwork as needed. Follows
up on any late payments and acts as a coordinator with finance and landlord for payment
of all real estate leases.

- Assists Housing Supervisor with schedules and prepares spreadsheets as needed.

- Translates real property related documents as needed.

QUALIFICATIONS REQUIRED:

1.  Completion of secondary school education.

2. Five to seven years of administrative work experience. At least five years experience in
dealing with Kuwait real estate with preference given to experience with government

entities.

3. Level IV (fluent) in English and Arabic.



4. Must be technically knowledgeable with real estate laws, regulations, real estate related
documentation and processes for both host nation and government.

5. Skill in the use of computer programs such as MS Word and Excel.

6.  Must possess a valid Kuwaiti driver’s license.

SELECTION PROCESS:

When equally qualified, U.S. Citizen Eligible Family Members (AEFMs) and U.S. Veterans will
be given preference. Therefore, it is essential that the candidate address the required
qualifications above in the application.

ADDITIONAL SELECTION PROCESS:

- Management will consider nepotism/conflict of interest, budget and residency status in
determining successful candidacy.

- Current employees serving a probationary period are not eligible to apply.

- Currently employed U.S. citizen EFMs who hold a FMA appointment are ineligible to
apply for advertised positions within the first 90 calendar days of their employment.

- Currently employed NORs hired under a Personal Services Agreement (PSA) are
ineligible to apply for advertised positions within the first 90 calendar days of their
employment, unless currently hired into a position with a When Actually Employed
(WAE) work schedule.

TO APPLY:

Interested applicants for this position should submit the following or the application will not
be considered:

- Optional Application for Federal Employment (OF-612) or

- A current resume or curriculum vitae that provides the same information as an OF-612;
plus

- Candidates who claim U.S. Veterans preference must provide a copy of their Form DD-
214 with their application.

- Any other documentation (e.g. copies of Kuwaiti driver’s license, residence permit,
educational qualifications, awards, copies of degrees earned) that addresses the
qualification requirements of the position as listed above.

- Optional Application for Federal Employment (OF-612) is available at the Embassy’s
front gate and online at http://kuwait.usembassy.gov Interested candidates may
submit the completed form in person or send electronically to: HROKuwait@state.gov
Please follow-up on the delivery status by phone.

OR

SUBMIT APPLICATION TO
Human Resources Office
American Embassy Kuwait


http://kuwait.usembassy.gov/
mailto:HROKuwait@state.gov

DEFINITIONS:

1- Appointment Eligible Family Members (AEFM):

An individual who may qualify for a direct-hire Foreign Service appointment on either a
family member appointment (FMA; defined below) or a temporary appointment (TEMP;
defined below) provided that all of the following criteria are met:

(1) U.S. citizen;

(2) The spouse of the sponsoring employee, or a child of the sponsoring employee, who is
unmarried and at least 18 years old;

(3) Listed on the travel orders of a sponsoring employee, i.e., a direct-hire Foreign Service,
Civil Service, or uniformed services member who is permanently assigned to or stationed
abroad at a U.S. mission.

(4) Residing at the sponsoring employee's post of assignment abroad.

(5) Does not receive a U.S. Government retirement annuity or pension from a career in the
U.S. Foreign Service or Civil Service.

2- Eligible family members:

(1) Children who are unmarried and under 21 years of age or, regardless of age, are
unmarried and incapable of self support. The term ““children” shall include natural
offspring, step-children, adopted children, and those under permanent legal guardianship
(at least until age 18), or comparable permanent custody arrangement, of the employee or
spouse when dependent upon and normally residing with the guardian or custodial party;

(2) Parents (including stepparents and legally adoptive parents) of the employee or of the
spouse, when such parents are at least 51 percent dependent on the employee for support
(these parents are not authorized medical travel);

(3) Sisters and brothers (including stepsisters or stepbrothers, or adoptive sisters or
brothers) of the employee, or of the spouse, when such sisters and brothers are at least 51
percent dependent on the employee for support, unmarried and under 21 years of age, or
regardless of age, are incapable of self-support (these sisters and brothers are not authorized
medical travel; see 3 FAM 3700);

(4) Spouse.

3- Member of Household (MOH):

An individual who accompanies a sponsoring employee, i.e., a direct-hire Foreign Service,
Civil Service, or uniformed services member who is permanently assigned to or stationed
abroad at a U.S. mission, and who is under chief-of-mission authority. An MOH is:

(1) Not an EFM;
(2) Not on the travel orders of the sponsoring employee; and

(3) Officially declared by the sponsoring U.S. Government employee to the COM as part of
his or her household.

An MOH may be a parent, unmarried partner, or other relative or adult child who falls
outside the Department’s current definition of eligible family member. A MOH may or
may not be a U.S. citizen.


http://fam.a.state.gov/fam/03fam/03fam3710.html

4- Not ordinarily resident (NOR): An individual who:
(2) Is not a citizen of the host country;

(2) Does not ordinarily reside (see definition of “ordinarily resident” below) in the host
country;

(3) Is not subject to host-country employment and tax laws;
(4) Has a U.S. Social Security Number (SSN).

NOR employees are compensated under a General Schedule or Foreign Service salary
schedule, not under the local compensation plan.

5- Ordinarily resident (OR): A foreign national or U.S. citizen who:
(2) Is locally resident;

(2) Has legal, permanent resident status within the host country;

(3) Is subject to host-country employment and tax laws.

All OR employees, including U.S. citizens, are compensated in accordance with the local
compensation plan (LCP).

CLOSING DATE FOR THIS POSITION: COB November 17, 2008
An Equal Opportunity Employer

The U.S. Mission in Kuwait provides equal opportunity and fair and equitable treatment in
employment to all people without regard to race, color, religion, sex, national origin, age,
disability, political affiliation, marital status, or sexual orientation. The Department of State
also strives to achieve equal employment opportunity in all personnel operations through
continuing diversity enhancement programs.

The EEO complaint procedure is not available to individuals who believe they have been
denied equal opportunity based upon marital status or political affiliation. Individuals with
such complaints should avail themselves of the appropriate grievance procedures, remedies
for prohibited personnel practices, and/or courts for relief.
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